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Summary 


l. The Federal Student Work Experience Program (FSWEP) is the largest program by which 
students can obtain experience working for the federal public service. After graduation, an 
individual formerly employed under the program may be appointed to a public service term 
or indeterminate position through an expedited process known as a “bridging” mechanism. 


2. The objective of this audit was to determine whether 11 selected federal organizations 
complied with legislative and policy frameworks when they hired students for the first time 
through the FSWEP and when they used bridging mechanisms to appoint graduates who 
were formerly hired as participants in this program. The audit also examined whether, 
for the period from April 1, 2006, to March 31, 2007, selected federal organizations each 
had an appropriate framework in place to plan and monitor bridging appointments. 


3 In 2003, the Public Service Commission (PSC) published a study entitled Federal Student 
Work Experience Program. The study identified potential problems, such as pre-matching by 
hiring managers, that is, circumventing the system to appoint a student chosen in advance. 
The study reported a pre-matching rate of up to 19% but it cautioned that the methodology 
used did not yield an accurate estimate. In the present audit, we used a different methodology, 
permitting an accurate estimate of the incidences of pre-matching in the population of 
FSWEP first-time appointments. 


4. The present audit looked at a sample of 250 cases representing the population of 2 728 
first-time FSWEP appointments that occurred in the 2006-2007 fiscal year. The audit raised 
questions as to the continuing relevance of the Treasury Board (TB) requirement that all 
FSWEP students have learning plans, whether they are working full- or part-time. 


5. The audit raised concerns about adherence to values and compliance with the legislative 
and policy requirements in cases of unsatisfactory FSWEP appointments. Unsatisfactory 
appointments included nine cases of pre-matching (6%) and an additional four appointments 
that were undertaken by the organizations without seeking referrals from the PSC’s national 
inventory of FSWEP candidates. The audit also identified 128 FSWEP cases (51%) 
demonstrating a need for improvement and 113 cases (43%) that were satisfactory. 


6. The audit also looked at 42 bridging appointment files. Of these, one bridging appointment 
and over a third of the bridging appointment processes were identified as unsatisfactory since 
they did not respect the PSC Appointment Framework. Of the 16 unsatisfactory cases (38%), 
the audit found: 


= one unauthorized appointment (2%) of an individual who had no contractual agreement 
but who nevertheless was working on the premises of a federal organization; 


m ten appointment processes (24%) in which there was no evidence of an assessment 
or else there was an inadequate assessment, and therefore no evidence that the person 
appointed met all the essential qualifications; and 


= _ five appointment processes (12%) with no written rationale for the use of a 
non-advertised process. 
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The audit also identified 10 bridging appointments demonstrating a need for improvement 
(24%) and 16 that were satisfactory (38%). 


7.  Wenoted some confusion about the roles and responsibilities of stakeholders involved in the 
appointment of FSWEP students; the result sometimes was insufficiently rigorous application 
of program requirements and guidance. After the period covered by this audit, the PSC 
introduced changes to the technology structure through which it administers student programs. 
As of November 2007, the FSWEP general inventory was transferred to the Public Service 
Resourcing System (PSRS) platform. The purpose of the transfer was to offer managers and 
students a more efficient and streamlined FSWEP, including standardized guidance on roles 
and responsibilities. The audit noted the introduction of the new, streamlined technology 
for the PSRS platform. Overall the use of FSWEP as a staffing tool is operating reasonably 
well but areas for improvement have been identified. As a result of our audit, the PSC has 
committed to updating its guidance to better reflect the streamlined requirements. The PSC 
has also committed to conducting outreach activities and training on the use of the new 
PSRS platform. 


8. The audit indicated that bridging appointment files needed improvement as they were poorly 
documented. The audit concludes that more rigour is needed in the documentation supporting 
bridging appointment decisions to ensure that legislative and policy requirements and 
appointment values are respected. 


9. For the period under review, audited organizations had not integrated bridging appointments 
into their human resources (HR) plans. Furthermore, although the 11 audited organizations 
tracked the numbers of bridging appointments, few of them monitored selection and 
appointment decisions to ensure that they respected the legislative framework and 
appointment values. 


10. The deputy heads of all audited organizations were provided with an opportunity to 
acknowledge and comment on the audit results. 
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Introduction 


Background 


The Federal Student Work Experience Program 


Under its mandate, the Public Service Commission (PSC) is responsible for the recruitment 
and referral, including re-employment, of all candidates for student employment programs 
designated by the Treasury Board of Canada (TB), unless indicated otherwise in the program 
description. The current Student Employment Programs Exclusion Approval Order and the 
Student Employment Programs Regulations came into effect in 1997; they exclude students 
from the operation of the former (and current) Public Service Employment Act (PSEA), with the 
exception of the citizenship provisions in subsections 16(4) and 17(4) of the former PSEA. 
Consequently, persons recruited within student employment programs are appointed to 

the public service under the PSC Student Employment Programs Regulations and associated 
PSC terms and conditions and guidance. 


Departments and agencies are required to manage any student employment program in 
accordance with the TB Student Employment Policy and associated terms and conditions. 
Among other things, these describe the objectives of the Federal Student Work Experience 
Program (FSWEP), as well as eligibility requirements such as student status. 


The objective of the TB Student Employment Policy is to provide the students employment 
opportunities that will: 


enrich their academic programs; 
help fund their education and encourage them to complete their studies; 


develop their employability skills and improve their ability to find good jobs 
after graduation; 


offer insights into future employment opportunities; and 


help them evaluate their career options within the federal public service. 


A student working for the public service through the FSWEP can earn anywhere from $5 300 
to $13 000 within the typical three-month period of employment. The amount varies by 
geographic region and educational level. 


In the 2006-2007 fiscal year, 71 402 students applied to the FSWEP. Of these, 56 162 were 
referred to government organizations, resulting in 9 574 first-time appointments and 
reappointments. Furthermore, approximately 23% of all FSWEP students are subsequently 
appointed to a term position (i.e. for a specified period) or an indeterminate (permanent) 
position within the federal public service. In addition, 7% of all new recruits to the public 
service were former FSWEP participants in the three-year period from April 1, 2005, to March 
31, 2008. Program participation has grown from 5 613 in the 1998-1999 fiscal year to 9 810 in 
2007-2008. Table 1 lists the number of FSWEP first-time appointments and reappointments 
by fiscal year from April 1998 to March 2008. 
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Table 1: Number of FSWEP first-time appointments and reappointments, 
by fiscal year 


Total 
appointments 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 


15. To be eligible for appointment under the FSWEP, a candidate must be: 
m registered as a full-time secondary or post-secondary student in an accredited institution; 
= currently recognized as having full-time status by the academic institution; and 


= returning to full-time studies in the next academic term. 


Also eligible are: 


= students with full-time status classified by their educational institution as having physical 
and/or emotional disabilities; and 


= adult students participating in education and retraining programs at the secondary level, 
operated under the authority of a school administration. 


Students who are in their final year of academic study and who are not intending to return 
to full-time studies are eligible to work part-time up until the time they graduate. Managers 
must ensure that students hired in their final year are not employed under a student 
employment program beyond their graduation date. 


16. The applicable PSC Student Employment Programs Regulations were established under the 
former PSEA. They specify that persons appointed under a student program must possess 
the competencies required for the work to be performed. The Regulations enable a deputy 
head to appoint a person under a designated student employment program, subject to 
the conditions prescribed by the PSC: that the selection and appointment be made in 
accordance with the FSWEP values of fairness, equity, transparency and competency. 


17. For every organization and region, the only source for candidate referrals is the FSWEP 
general inventory maintained by the PSC. A manager interested in hiring an FSWEP 
student must submit a request for referrals to the PSC, specifying the competencies 
required for the job. The PSC performs a random search of the general inventory for 
candidates with the competencies identified by the hiring manager. For the manager’s 
consideration, the PSC then endeavours to provide approximately five randomly selected 
applications for each position to be filled. The hiring manager is expected to review each 
application and verify that the candidate meets eligibility requirements such as student 
status and then assesses the competencies of the referred applicants. The manager is also 
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responsible for informing unsuccessful candidates of the results of the process. The PSC 
receives the results and closes the hiring request. The manager prepares a letter of offer 
for the successful candidate. In accordance with TB policy requirements managers must 
prepare a learning plan for the student. 


In 2003, the PSC published a study entitled Federal Student Work Experience Program. 
The study identified potential problems, such as pre-matching by hiring managers, that is, 
circumventing the system to appoint a student chosen in advance. The study reported a 
pre-matching rate of up to 19% but it cautioned that the methodology used did not allow 
an accurate estimate. In the present audit, we used a different methodology, permitting an 
accurate estimate of the incidence of pre-matching in first-time FSWEP appointments. 


After publication of the 2003 study, the PSC sent a letter to heads of human resources (HR), 
informing them of the results and emphasizing the need to follow the established 
guidelines for FSWEP hiring. The PSC also sent a letter to deputy heads, reminding them 
of their responsibility to ensure that all FSWEP hiring complied with the values and with 
the student employment programs’ objectives and procedures. Further, the PSC has made 
changes to the technology structure through which it administers student programs: as of 
November 2007, the FSWEP general inventory has been transferred to the Public Service 
Resourcing System (PSRS) platform. The purpose of the transfer was to offer a more 
efficient and streamlined FSWEP, as well as a number of enhancements for both managers 
and students. | 


Subsequent appointments of former Federal Student Work Experience Program 
participants through bridging mechanisms 


The PSC Appointment Framework includes appointment policies, the delegation 
instrument and the accountability framework. The intent of the Appointment Framework 
is to provide a more flexible regime for managing human resources and to guide deputy 
heads in building appointment systems adapted to each organization’s needs. 


Through a signed Appointment Delegation and Accountability Instrument (ADAI), 

the PSC has delegated most of its appointment authorities to deputy heads. The ADAI 
identifies the appointment and appointment-related authorities being delegated, 

the authorities that may be sub-delegated, the conditions of delegation and how the 
deputy head is held accountable. The PSC remains ultimately accountable to Parliament 
for the integrity of these appointments. 


In exercising delegated authorities, deputy heads are to respect the core appointment 
values (merit and non-partisanship) and the guiding values (fairness, access, transparency 
and representativeness). They must also ensure that appointment decisions adhere to the 
requirements of the PSEA, the Public Service Employment Regulations (PSER), the PSC 
Appointment Framework, related TB policies and any other statutory instruments, 

such as the Official Languages Act. 


Audit of the Federal Student Work Experience Program 
and subsequent appointments through bridging mechanisms 


Zoe 


24. 


26. 


As provided by the PSEA, the Student Employment Programs Regulations and the PSC 
Appointment Framework, departments and agencies may appoint former student program 
participants to term or indeterminate positions through what are called “bridging” mechanisms. 
These facilitate public service appointments of former participants in the FSWEP or other 
student programs designated by the TB after those individuals graduate from their 
academic program. 


Bridging may involve an internal advertised process or an external non-advertised process. 


= [nan internal advertised process, as per the PSEA and the Student Employment 
Programs Regulations, eligible students may apply if the process includes students in 
the area of selection. 


= Inanexternal non-advertised process, the PSC Policy on Choice of Appointment Process 
states that deputy heads must establish and communicate criteria for the use of this type 
of process. An organization can include bridging as one of its non-advertised criteria. 
The policy requires that there be a rationale based on an organizational HR plan. 
In addition, the rationale must address how the process demonstrates the core 
appointment values of merit and non-partisanship, as well as the guiding values 
of fairness, access, transparency and representativeness. 


In either case, the former FSWEP participant must be fully assessed against the Statement 
of Merit Criteria. If found to be qualified, the candidate must then meet the conditions 
of employment. Once this happens, an appointment can be made. 


Focus of the audit 


The audit objectives were to determine whether: 


= Departments and agencies appoint students through the FSWEP in accordance with the 
PSEA, the PSC Student Employment Programs Regulations, the TB Student Employment 
Policy and associated terms, conditions and guidelines; 


m Subsequent appointments made through bridging mechanisms of graduates who 
previously were hired as students under the FSWEP are done in accordance with the 
PSEA, the PSER, PSC appointment policies, the organizational non-advertised criteria 
and any other statutory instruments; and 


mw Departments and agencies have an appropriate framework in place to plan and monitor 
subsequent appointments made through bridging mechanisms of graduates who were 
former participants in the FSWEP, to ensure the appropriate use of the mechanisms. 


For the audit we examined a sample of 11 federal organizations subject to the PSEA. 
Audit activities consisted of interviews with HR advisors and entity managers involved 
in FSWEP hiring activities, as well as any other parties identified as having relevant 
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information. We also reviewed the organizations’ documentation regarding plans, 
policies, programs, processes and reports. We also conducted two surveys to gather data 
from students and hiring managers. A total of 400 managers and 400 students completed 
the surveys. 


27. Students can be appointed more than once under the FSWEP. We examined a sample 
of 250 first-time FSWEP selection and appointment decisions for the period from 
April 1, 2006, to March 31, 2007. The representative sample of FSWEP appointments 
is a non-proportional stratified random sample; the results are weighted to reflect the 
total population of 2 728 first-time FSWEP appointments. To examine cases of FSWEP 
first-time appointments that may not have been referred through the PSC’s general 
inventory, we included an additional purposeful sample of 55 files. 


28. We also conducted a review and analysis of the staffing files for 42 subsequent bridging 
appointments of individuals formerly hired as students under the FSWEP. In addition, 
we reviewed a purposeful sample of 108 files from PSC regional offices to analyze the 
content of written guidance provided to hiring managers. 


29. For more details, see About the audit at the end of this report. 
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Observations and recommendations on the Federal Student 
Work Experience Program 


Requirement for learning plans not respected 


30. The Treasury Board of Canada’s (TB) Student Employment Policy states that “the federal 
public service is committed to offering students valuable learning appointments that 
represent structured pathways from a school environment to the world of work.” For each 
appointment, the policy requires the hiring manager to develop a structured learning 
plan that defines what the student should accomplish. The requirement applies in the 
case of both full- and part-time Federal Student Work Experience Program (FSWEP) 
work assignments. 


31. We found evidence of the existence of a learning plan in only 12 FSWEP files (7%). 
In fact, in our discussions with the organizational HR advisors, most of them told us that 
they were not aware of the existence of learning plans. Of the managers surveyed, 48% said 
that they did not develop a learning plan for their FSWEP participants; of the students 
surveyed, 49% indicated they did not have a learning plan. This rate of compliance raised 
questions as to the continuing relevance of this TB requirement. In addition, only 28% 
of students surveyed felt that their FSWEP appointment was completely relevant to their 
field of study, while about half (49%) indicated it was partially relevant. A substantial 
proportion of students (23%) claimed that their FSWEP appointment was not at all 
relevant to their field of study. 


Recommendation I 


The Treasury Board Secretariat should review the continuing relevance of the requirement 
for learning plans. 
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A small number of Federal Student Work Experience Program 
appointments, identified as being unsatisfactory, raised concerns 
about adherence to program values and to legislative and policy 
requirements 


32. | We reviewed a sample of 250 cases representing the population total of 2 728 FSWEP 
first-time appointments in the 2006-2007 fiscal year. Our review showed that a small 
number of FSWEP appointment files raised concerns about adherence to program values 
and compliance with the legislative and policy requirements. Unsatisfactory appointments 
included nine cases of pre-matching (6%). An additional four appointments were found to 
be unsatisfactory since they were undertaken without the involvement of the Public Service 
Commission (PSC) and therefore should not have been considered FSWEP appointments. 
The audit also identified 128 FSWEP cases (51%) demonstrating a need for improvement 
and 113 cases (43%) that were satisfactory (see Table 2). 


Table 2: FSWEP appointment files — overview of audit findings 


Need for 
Unsatisfactory improvement Total 


6% 51% 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 


A small number of Federal Student Work Experience Program appointments 
showed evidence of pre-matching 


33. FSWEP selection and appointment decisions are to be objective and free of any efforts 
to influence the student referral process. This means that hiring practices must reflect the 
just treatment of applicants and that applicants must have reasonable opportunity to be 
considered for public service employment in accordance with the FSWEP values of fairness, 
equity, transparency and competency. 


34. We identified nine unsatisfactory appointments (6%) showing evidence of pre-matching. 
In these cases, the process was manipulated to allow the appointment of individuals chosen 
in advance. In some cases our review found that hiring managers had requested questionable 
specific skills, with the aim of having pre-selected individuals referred to them from the 
PSC FSWEP general inventory. Exhibit 1 presents examples of appointments for which 
we found evidence of pre-matching, that is, the manager had chosen the student before 
submitting the referral request to the PSC. 
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Exhibit 1: Examples of unsatisfactory appointments in which the student hired 
was chosen in advance 


1) A manager submitted a request to the PSC to appoint a student through the FSWEP and 
received six referrals. The appointed student filled out the request for security clearance 
and submitted it to the hiring manager four days before the manager actually submitted 
the referral request. The manager did not consider or contact the other referred students. 


2) In June 2006 a manager submitted a request to appoint a named individual as an FSWEP 
student. Since this student had already been working without pay for the previous two 
weeks in the manager’s unit, it was decided to appoint the student retroactively as a casual 
employee. In September 2006 the same manager submitted a request to appoint a student 
through the FSWEP. The request identified restrictive requirements, such as Native and 
law studies, that had no connection to the position. Only the student previously 
appointed as a casual employee was referred. 


3) In January 2007 a manager submitted a request to appoint a student through the FSWEP. 
Only one individual was referred but refused the job. According to a note in the file, 
the manager asked the HR advisor to verify why a certain other student had not been 
referred; the reply was that the name did not appear in the search because of the student’s 
residence code. The manager contacted the student, asking for the necessary changes to 
be made to the student’s FSWEP application. A second referral request was submitted 
after the student modified the application. Subsequently this student was referred 
and appointed. 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 


35. Of the nine unsatisfactory appointments (6%) showing evidence of pre-matching, four 
(3%) also involved individuals who had previously been casual employees within the same 
organization. Their previous work as casual employees gave those individuals an undue 
advantage and therefore would infringe upon the values of fairness and equal access. 
Exhibit 2 describes cases in which former casual employees were subsequently appointed 
under the FSWEP. In one of these cases, the appointee was clearly not eligible to participate 
in the program since that person was not a student. 
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Exhibit 2: Examples of appointments in which an individual had an 
undue advantage 


1) In May 2006 a casual employee for whom the casual period had reached the maximum 
period allowable, and therefore could not be renewed, notified the hiring manager of their 
intention to return to school in September 2006. Following this conversation, the manager 
submitted a request to appoint a student through the FSWEP and received 11 referrals. 
The manager appointed the individual who was previously employed as a casual without 
performing an assessment and did not consider or contact the other referred students. 
However, in June 2006, the appointed individual was not recognized as a full-time student 
by an academic institution and therefore did not meet the eligibility criteria of the FSWEP. 

In mid-June the manager was informed of this and terminated the appointment. A note 
in the file indicates the manager’s intent to appoint that same individual the next fall. 
In September 2006, the manager submitted a new FSWEP request and appointed, 
without performing an assessment, the aforementioned individual who was then 
recognized as a full-time student by an academic institution. 


2) In September 2006 a manager appointed an FSWEP participant previously employed 
as a casual in the same unit since May 2006. Other referred students were found qualified 
but not appointed as they did not have a particular experience that could only have been 
gained following employment at that organization. Since the appointed student was 
already performing the duties of the job and had an unfair advantage over the others, 
the values of fairness and equity of access were not respected. 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 


Improper Federal Student Work Experience Program appointments 


36. As per the PSC Student Employment Programs Regulations, associated terms and conditions, 
and the TB Student Employment Policy, departments and agencies must ensure that all 
students employed are on appointment under one of the programs described in the TB 
publication Student Employment Programs in the Federal Government and that they 
are registered in the FSWEP general inventory administered by the PSC. 


37. We examined a purposeful sample of 55 files chosen from regions of the 11 federal 
organizations having a high rate of employees who were classified as FSWEP participants 
but who did not appear in the PSC’s general inventory. We found that in four cases the 
FSWEP appointment was inappropriate since the PSC had not been involved. The four 
individuals should not have been appointed as FSWEP students. This practice not only goes 
against the policy framework, but also does not reflect the just treatment of individuals who 
might have been considered if the organization had gone through the PSC FSWEP general 
inventory. The remaining cases examined (51) were participants of other TB-approved 
student programs such as Co-op or Research Affiliate Program. 
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Aspects of the Federal Student Work Experience Program 
selection and appointment processes needing improvement 


Departments and agencies must retain the necessary documentation recording all the 
steps taken in the selection process and demonstrate that appointments have been made 
in compliance with the PSC Student Employment Programs Regulations and related PSC 
terms and conditions and guidance. Accordingly, we expected FSWEP appointment files 
to contain documentation supporting the selection and appointment decisions. 


While not a requirement, a checklist is a common and useful tool in the establishment 
of a staffing file, as it is in most multi-step processes. If it is comprehensive and regularly 
used, a checklist would constitute a best practice. It clarifies what evidence is required to 
substantiate the appointment decision, demonstrates that due process is being followed 
and provides guidance concerning the order in which the steps of the process should be 
undertaken. All the organizations audited had developed checklists but we found a lack 
of consistency nationwide. Furthermore, in our file review we found that 105 FSWEP 
files (48%) had no completed checklists. 


Some of the FSWEP selection and appointment processes we examined were not properly 
documented. The lack of documentation did not result in an unsatisfactory assessment 
but it signals the need for further improvement. We identified 128 FSWEP cases (51%) 

in which there was: 


® no assessment on file and therefore no evidence that the student appointed possessed 
the competencies required for the work to be performed; or 


= no documentation of the selection and appointment decision when more than one 
student was found to be qualified. 


Under the PSC Student Employment Programs Regulations, a manager hiring an FSWEP 
student must be of the opinion that the person possesses the competencies required for 
the work to be performed. For the purpose of our audit, we accepted interview notes, 
test results and reference checks as evidence of an assessment. 


Of the managers surveyed, 71% said that they assess all referred students through the use 
of a test and/or an interview. However, only 44% of students who completed the survey 
and were appointed through the FSWEP mentioned that they had participated in a formal 
evaluation process. 


In 94 of the FSWEP appointment processes (37%), we found no evidence of an assessment 
of the selected candidate. In addition, of the files that contained a signed impartiality 
statement declaring that all candidates had been assessed fairly and equitably, we found 

59 (31%) that did not have evidence of an assessment. There was thus no evidence that 
the student who was appointed possessed the competencies required. Furthermore, 
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101 FSWEP files (51%) had no documentation supporting the candidate selection and 
appointment decision when more than one individual had been found qualified to perform 
the duties of the work assignment. 


Other requirements reported as being addressed by the new 
Public Service Resourcing System platform 


44. To be eligible for appointment under the FSWEP, a candidate must meet the eligibility 
(student status) and citizenship requirements. As well, there are a number of selection 
and assessment requirements contained in the PSC Manager’s Guide available to hiring 
managers and HR advisors. This section presents the audit observations concerning these 
additional requirements, as well as measures reported to have been taken to address them 
since the period of the audit. 


Program eligibility 


45. Our audit revealed that 168 FSWEP files (67%) contained no evidence that the appointed 
FSWEP participant met the student status requirements of the program. We also found that 
201 FSWEP files (84%) contained no evidence that citizenship had been verified. Because 
there is no definition of what constitutes proof of student status or citizenship, for the 
purpose of the audit we accepted a signed attestation from the student as evidence. 


46. Since the period covered by this audit, we understand that changes have been made to 
the technology structure through which the PSC administers student programs. As of 
November 2007, the FSWEP general inventory has been transferred to the Public Service 
Resourcing System (PSRS) platform. With the new platform, candidates now complete 
a declaration confirming that the information contained in the application is true 
and complete, including information about student status and citizenship. However, 
the automatic e-mail sent to hiring managers by the PSRS platform stipulates that they 
still have to make sure that the selected candidates are full-time students in an accredited 
institution, with the intention of returning to full-time studies in the next academic term. 


Selection and appointment guidance 


47. Our review of files also revealed that in 42 cases (21%), there was no evidence that 
all referred students had been contacted and informed of the final results of the process. 
Furthermore, in 52 cases (21%), there were no completed referral results. For files containing 
referral results, 160 (63%) had no evidence that the results had been sent back to the PSC. 
Since November 2007, the automatic e-mail sent by the new PSRS platform to hiring 
managers states that they are responsible for contacting and informing all referred students 
about the final results of the process. The platform permits a candidate to view their 
referrals to any federal organization and also to view the assessment results provided 
electronically by the organization to the PSC after analyzing the candidate's application. 
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During the period covered by our audit, the referral results form included an attestation of 
the hiring manager’s impartiality in the selection process. Impartiality supports the values 
of fairness and equity of access in the selection process. Our review of FSWEP staffing files 
revealed that 59 of them (18%) did not have a signed form attesting to the hiring manager’s 
impartiality. Since November 2007, managers who submit a request for FSWEP referrals 
certify that they will respect the TB terms and conditions of the Student Employment Policy, 
and that their request is based on the guiding values of fairness, access, transparency 

and representativeness. 


The TB Terms and Conditions of Employment for Students require students to have the 
appropriate security clearance. In 34 of the FSWEP files reviewed (13%), there was no 
evidence that the student had the level of security clearance required for the FSWEP 
appointment. In the 216 remaining files (87%), there were documents confirming security 
clearance. The new PSRS platform provides standardized written guidance to hiring 
managers. This specifies the documents that must be kept in the file, including proof 

of security clearance. 


Roles and responsibilities 


Of the managers surveyed, 95% indicated that they understood their roles and responsibilities. 
The most common sources for learning about these roles and responsibilities were HR 
advisors (64%), followed by the organization’s intranet (29%) and the Web sites of the PSC 
and/or the TBS (25%). In our discussions with organizational HR advisors, most of them 
stated that the hiring managers know and understand what their roles and responsibilities 
are. However, our file review, interviews and manager survey results indicate a limited 
understanding of roles and responsibilities. In fact, there was apparent confusion about 
who was responsible for certain aspects of the process, such as verifying program eligibility 
or informing referred candidates about the final results. Many hiring managers and HR 
advisors thought that the PSC verifies program eligibility, even though the PSC Manager’s 
Guide states that this is the responsibility of the hiring organization. As a result of this 
confusion, many requirements were not verified; each stakeholder thought it was someone 
else’s responsibility. 


We reviewed the written guidance provided by PSC co-ordinators across the country during 
the period covered by our audit. We found no standard format used to provide written 
guidance to hiring managers on their roles and responsibilities. However, since November 
2007 the new PSRS platform provides standardized written guidance to hiring managers 

on their roles and responsibilities and specifies the documents that must be kept in the 
appointment file. 
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Recommendation 2 


Deputy heads should ensure that hiring managers and HR advisors are trained on the use 
of the new PSRS platform and on their roles and responsibilities for FSWEP selection and 
appointment processes. 


Public Service Commission commitment 1 


The PSC commits to reviewing the guidance provided to departments and agencies so that it 
better reflects the streamlined requirements of the new PSRS platform and clearly specifies 
roles and responsibilities in areas such as identifying search criteria, contacting students, 
verifying program eligibility requirements and assessment and appointment processes. 


Public Service Commission commitment 2 


The PSC commits to conducting outreach activities and training for hiring managers and 
HR advisors to familiarize them with the use of the new PSRS platform and the FSWEP 
selection and appointment processes. 
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Observations and recommendations on bridging mechanisms 


Over a third of bridging appointment and appointment processes 
were unsatisfactory 


52. For selection and appointment decisions made through bridging mechanisms and 
involving graduates who were former FSWEP participants, we expected the decisions to 
adhere to the requirements of the PSEA, associated regulations and the PSC Appointment 
Framework, including appointment policies, the delegation instrument and the accountability 
framework. In addition, we expected the decisions to respect the organizational non-advertised 
criteria and other applicable statutory instruments such as the Official Languages Act. 

We further expected the selection and appointment decisions to respect the core appointment 
values of merit and non-partisanship, as well as the guiding values of fairness, access, 
transparency and representativeness. 


53. We identified one bridging appointment (2%) and 15 appointment processes (36%) that 
were unsatisfactory. In these cases, there was evidence of a breach of staffing requirements 
and appointment values. The cases included: 


= One unauthorized appointment of an individual with no contractual agreement but at 
work, with the intention of appointing the person using a bridging mechanism (2%); 


m ‘Ten processes in which we found no evidence of an assessment or inadequate assessment, 
and therefore no evidence that the person appointed met all the essential qualifications 
(24%); and 


= Five processes with no written rationale for the use of a non-advertised process (12%). 


54. Table 3 gives an overview of our audit findings concerning bridging appointment files. 
The unsatisfactory files in our audit will be further reviewed to determine whether 
corrective measures are warranted. 


Table 3: Bridging appointment files — overview of audit findings 


Appointment Process 
2% 


Need for 
improvement 


Satisfactory 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 
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55. Before the appointment of any individual, we expected the candidate’s merit to have been 
established and the conditions of employment to have been met. At that point, a letter of 
offer can be issued to the candidate. Without a letter of offer or a contractual agreement, 
no individual should be working on the premises of a Public Service of Canada office. 

The individual would be performing duties for which they have not been deemed qualified. 
Furthermore, such a situation creates a potential liability for the federal public service. 
The audit found one such unsatisfactory appointment (Exhibit 3). 


Exhibit 3: Unauthorized appointment 


A former FSWEP participant reached the end of their casual contract prior to October 1, 2006. 
At that point, the organization intended to hire the individual through a bridging appointment 
but the required paperwork had not been completed. Despite this, the person continued to work 
in the organization for close to two months without any sort of contractual agreement. 


The individual eventually underwent assessment and in late November 2006 achieved the second 
language results required for the appointment. A letter of offer was then issued, backdating the 
appointment to early October. In addition, priority clearance was arranged after the letter of 
offer was signed, there was no evidence of graduation on file and the oath/affirmation was 
signed two months after the appointment date. 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 


56. The PSC Assessment Policy requires that assessment processes and methods effectively assess 
candidates against the essential qualifications and other merit criteria identified. Of the files 
reviewed, 10 processes (24%) were unsatisfactory since they had either no assessment or an 
ineffective one. In other words, the files contained no evidence of methods, processes or tools 
directly linked to the identified merit criteria, or else no evidence that the individual met the 
qualification standards. 


57. In the case of non-advertised appointments, the PSC Policy on Choice of Appointment 
Process requires that there be a written rationale. This must demonstrate how the process 
meets the organization’s established criteria for use of non-advertised processes, as well as 
how the appointment values have been met. Five processes (12%) were unsatisfactory since 
they did not have a written rationale for the choice of a non-advertised process. Exhibit 4 
presents an example of one such unsatisfactory process. 
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Exhibit 4: Example of unsatisfactory appointment process 


A bridging mechanism was used to appoint a former FSWEP student through an external 
non-advertised process. There was no rationale for the choice of process. Furthermore, the hiring 
manager requested the HR advisor to “clone” a position to which the candidate would be 
appointed, and to change the linguistic profile from bilingual to French essential — even though 
the duties of the position remained unchanged. Since those duties were to work in partnership 
with industry and federal/provincial governments, it could be assumed that the position really 
required a bilingual individual. The HR advisor changed the linguistic profile of the position 
without challenging the manager’s decision. Priority clearance was requested after the 
appointment date and a priority candidate was referred. The priority candidate was assessed 
even though the appointment had already been made. 


Source: Audit, Evaluation and Studies Branch, Public Service Commission of Canada 
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Aspects of bridging appointment processes needed improvement 


We also found that other requirements for bridging appointments were not being met. 
The failure to meet the requirements did not lead us to regard these appointments as 
unsatisfactory, but it signals the need for further improvement. We identified 10 bridging 
appointments (24%) that needed improvement because: 


m the rationale for the use of a non-advertised appointment process did not fully support 
the appointment and/or demonstrate how the appointment values were respected; and/or 


m there was no evidence that the appointee had in fact graduated. 


Appointments made through a non-advertised process are required to be accompanied by 

a written rationale demonstrating how the process meets the organization’s established criteria 
and the appointment values. All 10 of the bridging files identified as needing improvement 

did not have a rationale for the use of a non-advertised appointment process that fully supports 
the appointment. An additional three files that were identified as unsatisfactory also had poor 
rationale. For example, the rationale made no reference to bridging as part of the organization’s 
criteria for non-advertised appointments, and/or it gave little or no indication of how the 
appointment values were respected. 


Of the bridging appointments identified as needing improvement, one also contained no 
evidence that the appointee had in fact graduated. An additional three files that were previously 
identified as being unsatisfactory also lacked this evidence. Since the proof required was not 
defined, for the purpose of the audit we accepted as evidence a signed attestation from the 
student or documentation from an academic institution. 
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Other requirements for bridging appointment processes 
were not met 


As required by the PSEA, before or on the date of appointment, the person being appointed 
must subscribe to an oath or make a solemn affirmation swearing to faithfully, truly and 
impartially execute the duties of the position. Six bridging appointment files (14%) contained no 
evidence that the appointee had met this requirement before or on the date of the appointment. 


For any appointment within the federal public service, TB conditions of employment must 
be met before the offer of appointment is made, including security clearance and medical 
suitability. We found that eight appointments (19%) took effect before the individual had 
the level of security clearance required for the position. More important, three files (7%) 
had no evidence that the appointee had the security clearance required for the position. 


Bridging appointment files lacked sufficient and 
appropriate documentation 


We expected files for appointments made through bridging mechanisms to contain sufficient 
and appropriate documentation supporting selection and appointment decisions. A staffing 
file needs to provide a reliable record of the staffing activities leading to an appointment 

and contain evidence that the appointment values were respected throughout the process. 
Staffing files are official records of the selection and appointment decisions. 


During our audit we found that staffing documentation was incomplete in most of the 
bridging appointment files we looked at (both unsatisfactory files and files demonstrating 

a need for improvement). Furthermore, there was not enough consistency in the documents 
included in the files. Under the Appointment Delegation and Accountability Instrument, 
departments and agencies must ensure that appointments and appointment-related decisions 
are fully documented. 


While the use of a checklist is not obligatory, in our discussions with organizational HR 
advisors most of them mentioned that checklists are used to help ensure that a staffing file 
complies with legislative requirements and policies. In our review of staffing files, we found 
that 10 (24%) did not have a completed checklist. As noted earlier, if comprehensive and 
regularly used, a checklist constitutes a best practice. 


Recommendation 3 

Deputy heads should ensure that the bridging appointment files contain documentation 
supporting the appointment decisions to ensure that bridging appointments comply with 
the legislative and policy requirements and appointment values. 
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Bridging appointments were not integrated into organizational 
human resources plans 


One of the implications of the PSEA is that departments and agencies should all have 

an appropriate framework in place to plan appointments. We expected that selection and 
appointment decisions made through bridging mechanisms would be consistent with each 
audited organization's HR plan. 


For the period under review, each of the organizations had a policy on non-advertised 
processes, specifying that the appointment had to be linked to an HR plan. Of managers 
surveyed who appointed graduates formerly employed under the FSWEP, only 57% said that 
the appointment of graduates was included in organizational HR planning. Only 52% thought 
that the appointment of FSWEP graduates through an external non-advertised process was 
available as a staffing option. 


None of the organizational HR plans reviewed during the course of our audit identified 
bridging appointments as a staffing option. Moreover, in our discussions with organizational 
HR advisors, many of them said that either they were not aware that bridging appointments 
were integrated into an organizational HR plan or that these appointments were in fact 

not integrated into an HR plan at all. Therefore, the appointments made through bridging 
mechanisms during the period covered by this audit were done in the absence of organizational 
HR plans. 


Audited organizations tracked appointments but few 
monitored them 


We expected organizations to conduct tracking and monitoring to ensure that appointments 
through bridging mechanisms complied with the PSEA, the PSC Appointment Framework 
and PSC reporting requirements. Monitoring is an ongoing process of gathering and analyzing 
qualitative and quantitative information on current and past staffing results. This allows an 
organization to assess staffing management and performance (including risk assessment in 
staffing). It also makes it possible to identify early corrective action, if required, so as to manage 
and minimize risk and improve staffing performance. 


We found that all audited organizations track statistical data and report back to the PSC 

on a regular basis. During the period covered by our audit, most of the audited organizations 
(9 of 11) did not have a monitoring process in place. We found, however, noteworthy practices 
regarding monitoring tools used. One of the organizations audited (Industry Canada) has 

put in place an annual monitoring exercise of a sample of staffing files, including bridging 
appointments. The exercise reviews the quality of the documentation included in staffing files 
and identifies areas for improvement. One of the bigger organizations audited (Public Works 
and Government Services Canada) also provided us with the results of its monitoring of 
non-advertised appointments; this included an analysis of a sample of bridging appointments 
of former FSWEP participants during the period from April 1, 2006, to March 31, 2007. 
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Recommendation 4 


Departments and agencies should incorporate bridging appointments into their organizational 
HR plans if they intend to make such appointments. 


Recommendation 5 


Departments and agencies should implement monitoring to ensure that appointments made 
through bridging mechanisms comply with the legislative and policy requirements and 
appointment values. 
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Recommendations and commitments 


Recommendation 1 


The Treasury Board Secretariat should review the continuing relevance of the requirement 
for learning plans. 


Recommendation 2 


Deputy heads should ensure that hiring managers and HR advisors are trained on the use 
of the new PSRS platform and on their roles and responsibilities for FSWEP selection and 
appointment processes. 


Public Service Commission commitment | 


The PSC commits to reviewing the guidance provided to departments and agencies so that it 
better reflects the streamlined requirements of the new PSRS platform and clearly specifies 
roles and responsibilities in areas such as identifying search criteria, contacting students, 
verifying program eligibility requirements and assessment and appointment processes. 


Public Service Commission commitment 2 


The PSC commits to conducting outreach activities and training for hiring managers and 
HR advisors to familiarize them with the use of the new PSRS platform and the FSWEP 
selection and appointment processes. 


Recommendation 3 


Deputy heads should ensure that the bridging appointment files contain documentation 
supporting the appointment decisions to ensure that bridging appointments comply with 
the legislative and policy requirements and appointment values. 


Recommendation 4 


Departments and agencies should incorporate bridging appointments into their organizational 
HR plans if they intend to make such appointments. 


Recommendation 5 


Departments and agencies should implement monitoring to ensure that appointments made 
through bridging mechanisms comply with the legislative and policy requirements and 
appointment values. 
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Treasury Board of Canada Secretariat's response 


The Office of the Chief Human Resources Officer (OCHRO) of the Treasury Board Secretariat 
concurred with recommendation | and is currently carrying out a Policy Review Project (PRP) to 
streamline the suite of mandatory instruments governing people management. The PRP is consistent 
with the Treasury Board policy review initiative and is expected to be completed early next year. 
OCHRO'’s policies governing student employment will be included in this review, and the 
recommendation of the audit regarding learning plans will be duly considered in the context 

of that exercise. 


Summary of responses from audited organizations 


The deputy heads of all audited organizations were provided with an opportunity to acknowledge 
and comment on the audit results. They have concurred with the audit findings and agreed with its 
recommendations. The audit was viewed as providing an opportunity to reflect on policy requirements 
and to better communicate and understand the program’s requirements as well as each stakeholder’s 
roles and responsibilities. Deputy heads noted that they have been improving their practices as 

a result of this audit and that they had already taken action to improve the quality of student 
appointment and bridging appointment processes to address the recommendations in this audit. 
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This audit focused on hiring under the Federal Student Work Experience Program (FSWEP) 
as well as subsequent bridging appointments of former FSWEP participants for the period 
from April 1, 2006, to March 31, 2007. The objective was to verify whether the initial FSWEP 
appointments and the bridging appointments were in accordance with the legislative and 
policy requirements and respected the appointment values, and whether subsequent bridging 
appointments were planned and monitored. 


The audit looked at a sample of 250 cases representing the total of 2 728 first-time FSWEP 
appointments that occurred in the 2006-2007 fiscal year. Overall, the use of FSWEP as a 
staffing tool is operating reasonably well but areas for improvement have been identified. 

The audit questioned the relevance of learning plans, given the rate of compliance with this 
Treasury Board of Canada requirement. In the case of unsatisfactory appointments, the audit 
noted concerns about adherence to values and compliance with the legislative and policy 
requirements. The audit found nine unsatisfactory FSWEP appointments (6%) that involved 
pre-matching. An additional four appointments were found to be unsatisfactory since they 
were undertaken without the involvement of the Public Service Commission (PSC). The audit 
also identified 128 FSWEP cases (51%) demonstrating a need for improvement and 113 cases 
(43%) that were satisfactory. 


Our audit found one bridging appointment (2%) and 15 bridging appointment processes 
(36%) to be unsatisfactory as they did not respect the appointment framework. The appointment 
was found unsatisfactory since there was no contractual agreement in place for a significant 
period of time. The 15 appointment processes (36%) had no evidence of an assessment, the 
assessment was inadequate or there was no written rationale for the use of a non-advertised 
process. The audit also identified 10 bridging appointments (24%) demonstrating a need 

for improvement and 16 satisfactory bridging appointments (38%). 


The audit found that FSWEP files were poorly documented and did not always support 
selection and appointment decisions. This finding applied to all audited organizations and all 
regions. We also noted that stakeholders involved in the selection and appointment of FSWEP 
students had insufficient understanding of their roles and responsibilities. The result was 
insufficiently rigorous application of a number of FSWEP requirements and guidance. 

The audit notes the PSC’s introduction of the new Public Service Resourcing System (PSRS) 
platform as potentially addressing a number of these issues, and provides recommendations 
and PSC commitments to better align FSWEP guidance with the new, streamlined PSRS 
platform. 


The audit also indicated that bridging appointment files were poorly documented and did 
not support selection and appointment decisions in all cases. For the period under review, 
audited organizations did not integrate bridging appointments into their organizational 
HR plans. Moreover, most audited organizations (9 out of 11) did not have appropriate 
mechanisms in place to monitor bridging appointments. 
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76.  Departments/agencies and the public service as a whole would benefit by having better 
planning and monitoring of student bridging in light of its growing importance as a 
recruitment tool. 
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About the audit 


Objectives 


The objectives of the audit were to determine whether: 


s Departments and agencies appoint students through the Federal Student Work Experience 
Program (FSWEP) in accordance with the Public Service Employment Act (PSEA), the Public 
Service Commission’s (PSC) Student Employment Programs Regulations, the Treasury Board 
of Canada Student Employment Policy, and associated terms and conditions and guidelines; 


= Subsequent appointments made through bridging mechanisms of graduates who were 
previously appointed as students through the FSWEP, are done in accordance with the PSEA, 
the Public Service Employment Regulations (PSER), PSC appointment policies, organizational 
non-advertised criteria and any other statutory instruments; and 


= Departments and agencies have an appropriate framework in place to plan and monitor 
subsequent appointments made through bridging mechanisms of graduates who were former 
participants in the FSWEP, to ensure appropriate use of the mechanisms. 


Scope and approach 


The scope of the audit was limited to a sample of 11 departments and agencies subject to the PSEA 


Organizations audited 
Agriculture and Agri-Food Canada Industry Canada 
we 


Canada Border Services Agency National Defence 

Environment Canada Natural Resources Canada 

Fisheries and Oceans Canada 7 Public Works and Government Services Canada 
Health Canada Veterans Affairs Canada 


Human Resources and Social Development 
Canada (including Service Canada) 


Audit activities consisted of interviews with HR advisors and entity managers involved in FSWEP 
hiring activities, as well as any other parties identified as having relevant information. We also 
conducted two data-gathering surveys. One survey sought feedback from former students who had 
registered for the FSWEP, in the following categories: individuals who were subsequently appointed 
to the public service under bridging mechanisms; those who were referred and obtained an FSWEP 
appointment and those who were never referred for an FSWEP appointment. A second survey 
examined managers’ views with regard to the audit criteria. A total of 400 managers and 400 students 
completed the surveys. In addition, we reviewed the organizations’ documentation of plans, policies, 
programs, processes and reports. Finally, we reviewed a purposeful sample of 108 files from PSC 
regional offices to analyze the content of written guidance provided to hiring managers. 
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Sampling 


The sampling plan for our file review makes use of both probabilistic (representative) and non- 
probabilistic (purposeful) sampling methods to explore issues surrounding program implementation 
and management. These issues include general hiring practices, targeted hiring practices, the hiring 
of students without the involvement of the PSC and the appointment to positions of graduates 

who were originally hired as students under the FSWEP. 


On the basis of aggregate data from the PSC Statistical Information Site, we found a total of 9 610 
records of FSWEP hiring actions during the 2006-2007 fiscal year. The actual number of hiring 
actions is slightly lower since the sampling frame has some over-coverage resulting from dual entries. 
For example, some records appear twice because an organization’s name changed. 


Eleven organizations were selected for examination on the basis of the number of their FSWEP 
hiring actions. These organizations accounted for 7 677 hiring actions, or slightly less than 80% 

of all FSWEP hiring activity within the federal public service from April 1, 2006, to March 31, 2007. 
Of the hiring actions, 2 728 were for first-time appointments. We restricted our audit to these 2 728 
cases since only newly-appointed individuals would undergo complete assessment processes. Out of 
the 2 728 first-time appointments, we examined a representative sample of 250 FSWEP hiring actions 
from the 11 organizations, stratified by region and organization, for the period from April 1, 2006, 

to March 31, 2007. All global percentages calculated from the sample were appropriately weighted 

to reflect the population. Findings are accurate within +6%, with a confidence level of 95% for all 
ranges of deviation rates. 


To include cases of first-time FSWEP appointments that may not have relied on referrals from 

the PSC’s FSWEP general inventory, we examined an additional purposeful sample of files. A total 

of 1 756 individuals were identified in the payroll database who were classified as employed under the 
FSWEP but who could not be located in the PSC database of students available for FSWEP requests. 
Consequently, an additional sample of 55 FSWEP files was examined from this population of 

1 756 cases. 


According to the information received from the audited organizations, during the period from 

April 1, 2006, to March 31, 2007, the 11 organizations used bridging mechanisms to appoint 

658 employees who were graduates formerly hired under the FSWEP. We also conducted a review 

of a representative sample (simple random sample across all regions and organizations) of 42 staffing 
files of appointments made through bridging mechanisms of graduates formerly hired under the 
FSWEP. Findings are accurate within +10%, with a confidence level of 90% for deviation rates 

of 20% or less. For deviation rates of close to 50%, the accuracy decreases to +12%. 
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Criteria 


We expected to find the following: 


= Departments’/agencies’ activities and decisions involving the hiring of students through the 
FSWEP respect the requirements and responsibilities outlined in the PSC Student Employment 
Programs Regulations, the TB Student Employment Policy and associated terms and conditions 
and guidelines. 


= Departments’/agencies activities and decisions involving the hiring of students through the 
FSWEP are done in a fair and equitable manner, free of any efforts to influence the student 
referral process. 


= Roles and responsibilities of PSC regional co-ordinators, organizational managers and 
HR advisors involved in the hiring of students through the FSWEP are communicated 
and understood. 


” Appointment activities and decisions made through bridging mechanisms (involving 
graduates who were former participants in the FSWEP) adhere to the requirements of the PSEA, 
the PSER, PSC appointment policies, the organization’s non-advertised criteria and any 
other applicable statutory instruments. 


= Appointment activities and decisions made through bridging mechanisms (involving 
graduates who were former participants in the FSWEP) are supported by sufficient and 
appropriate documentation. 


= Appointment activities and decisions made through bridging mechanisms (of graduates 
who were previously appointed as students through the FSWEP) are consistent with the 
organization’s HR planning. 


= Departments/agencies conduct tracking and monitoring to ensure appointments made through 
bridging mechanisms (involving graduates who were former participants in the FSWEP) are 
done in accordance with the PSEA, the PSER, PSC appointment policies and the organization’s 
non-advertised criteria, any other applicable statutory instruments and PSC reporting 
requirements. 
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Glossary 


Access 
A public service value, ensuring a reasonable opportunity to apply and be considered for public 
service employment. 


Accredited academic institution 
Any institution authorized by a province or territory to grant diplomas or degrees. 


Appointment 

An action taken under the Public Service Employment Act (PSEA) to confer a public service 
position or an occupational level on a person. An appointment to the public service (external 
appointment) is the appointment of a person from the general public or an employee of a 
government organization that is not part of the public service. 


Appointment Delegation and Accountability Instrument (ADAI) 

Identifies all delegated authorities and any conditions related to the delegation and sub-delegation 
of these authorities; also identifies how deputy heads will be held accountable for the exercise 
of their delegated authorities. 


Appointment framework 

Sets out expectations for deputy heads when designing their staffing systems to ensure they 
respect legislative requirements and values guiding staffing in the public service. The framework 
has three components: appointment policy, delegation and accountability. 


Appointment values 
Core appointment values (merit and non-partisanship) and the guiding values (fairness, access, 
transparency and representativeness). 


Area of selection 
The geographic, occupational, organizational and/or employment equity criteria that applicants 
must meet in order to be eligible for appointment. 


Assessment methods 

Methods used to collect, measure and interpret the information needed to assess applicants' 
competencies against job qualifications. Methods include such activities as interviews, paper and 
pencil tests, reference checks and simulations. 


Asset qualifications 
Qualifications that are not essential to perform the work, but which would, now or in the future, 
benefit the organization or be an enhancement in terms of the work to be performed. 


Audit 


An objective and systematic examination of activities that provide an independent assessment 
of the performance and management of those activities. 
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Conditions of employment 

Conditions of employment are not merit criteria. They are requirements that a person must meet 
and maintain throughout their employment or conditions of employment that a person must 
agree to before being appointed, including security clearance and medical suitability. 


Co-operative Education / Internship Program 
A program designed to provide post-secondary students with relevant and practical work 
experience in the public service, to help them fulfill the requirements of their academic program. 


Employability skills 

The Conference Board of Canada defines these as the generic skills, attitudes and behaviours 
required of the Canadian workforce. They are developed in school and through a variety of life 
experiences outside school, such as work appointments. These skills include: 


m academic skills (the ability to communicate, think and learn); 


m personal management skills (positive attitudes and behaviours, a sense of responsibility and 
adaptability in the workplace); and 


mw teamwork skills (the ability to work with others). 


Essential qualifications 

Those qualifications necessary for the work to be performed; they must be met in order for a 
person to be appointed. The other merit criteria are asset qualifications, operational requirements 
or organizational needs established by the deputy/agency head. 


Fairness 
Decisions are made objectively, free from personal favouritism; policies and practices that reflect 
the just treatment of employees and applicants. 


Federal Student Work Experience Program (FSWEP) 

A program through which federal organizations recruit students. It gives full-time secondary school, 
CEGEP, college, technical institute and university students opportunities to learn about the federal 
government and gain valuable experience while developing and improving their employability 
skills. To be eligible for appointment under the FSWEP, a candidate must be registered as a 
full-time secondary or post-secondary student in an accredited institution; currently recognized 
as having full-time status by the academic institution; and returning to full-time studies in the 
next academic term. There are two exceptions: students with full-time status classified by their 
educational institution as having physical and/or emotional disabilities; and adult students 
participating in education and retraining programs at the secondary level, operated under the 
authority of a school administration. Students who are in their final year of academic study and 
who are not intending to return to full-time studies are eligible to work part-time up until the 
time they graduate. Managers must ensure that students hired in their final year are not employed 
under a student employment program beyond their graduation date. 
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Hiring activities 

Includes appointments to the public service, hiring of casuals under the Public Service 
Employment Act, and recruitment of students under the Student Employment Programs Exclusion 
Approval Order and Regulations. 


Human resources planning 
A process that identifies the current and future human resources needs of an organization for 
it to meet its goals. 


Indeterminate (permanent) employment | 
Part-time or full-time employment, including seasonal, of no fixed duration. 


Internal appointment process 
Appointments for which only persons employed in the public service may be considered. 


Merit 
Under the new Public Service Employment Act, merit has two components: 


1. everyone who is appointed must meet the essential qualifications, including official language 
proficiency, for the work to be performed; and 


2. the manager (or other delegate of the deputy head) may take into account qualifications that 
are considered an asset for the work, currently or in the future; any current or future operational 
requirements and organizational needs that have been established and the current and future 
needs of the public service that the manager has identified. 


Monitoring 

An ongoing process of gathering and analyzing information on current and past staffing results 
to assess staffing management and performance. Early corrective action to manage and minimize 
risk and to improve performance can then be identified. 


Non-advertised appointment process 
An appointment process that does not meet the criteria for an advertised appointment process. 


Non-partisanship 
One of the public service appointment values, aimed at ensuring that employees are appointed 
and promoted objectively, free from political influence. 


Oath or affirmation 
Before starting a job, a person must subscribe to an oath or make a solemn affirmation swearing 


to faithfully, truly and impartially execute the duties of the position. This does not apply to 
casuals, students or part-time workers. 
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Political activity 
Actions in support of, within or in opposition to a political party; carrying on any activity in 
support of or in opposition to a candidate before or during a federal, provincial, territorial or 


municipal election period; or seeking nomination as or being a candidate in an election before 
or during the election period. 


Priority 
The right to be appointed ahead of all others to vacant positions. 


Public Service Resourcing System (PSRS) 


An electronic tool that screens applications on a number of criteria identified by the hiring 
manager (e.g. experience, education). 


Qualification standards 

Standards established in relation to education, knowledge, experience, occupational certification 
and language that the employer considers necessary for the nature of the work to be performed 
and to meet the current and future needs of the public service. 


Rationale for a non-advertised process 
A written justification to demonstrate how the non-advertised process meets the established 
criteria and the guiding values. 


Representativeness 
The composition of the public service reflects that of the Canadian labour market. 


Research Affiliate Program (RAP) 

A recruitment program specifically designed to give post-secondary students experience in 
applied research (design, execution, evaluation), when they must attain such knowledge and skills 
in order to graduate. 


Second language evaluation 

Language tests used by the PSC to determine the second official language proficiency of 
employees and of applicants. Includes reading, writing and oral interaction tests that assess 

an applicant's ability to speak and understand their second official language in a work context. 


Security clearance 
Indicates successful completion of a security assessment; with a need to know, allows access 
to classified information. There are three security clearance levels: Confidential, Secret and 


Lop. secret: 


Specified-period (term) employment 
Part-time or full-time employment of a fixed duration. 


Staffing file 


Contains documentation used to support, confirm or explain the staffing practices and the 
reasons for the appointment decisions that are made throughout a staffing process. 
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Statement of Merit Criteria 
Forms the basis for the assessment of merit; includes essential qualifications, asset qualifications, 
operational requirements and organizational needs. 


Student 
A person who attends a secondary school, CEGEP, college, technical institute or 
university full-time. 


Student bridging 

A mechanism that allows managers to appointment qualified recent post-secondary graduates 
who have previously worked in the public service through either the Federal Student Work 
Experience Program, the Co-operative Education and Internship Program, or the Research 
Affiliate Program, and have completed their program. 


Student Employment Programs Exclusion Approval Order 

The Student Employment Programs Exclusion Approval Order and Regulations that took effect on 
April 9, 1997 excludes students from the operation of the former Public Service Employment Act, 
with the exception of subsections 16(4) and 17(4), which deal with citizenship. These recruits are 
no longer considered appointments to the public service under the Act. This Order is currently 
being revised. 


Sub-delegated manager 
A person to whom a deputy/agency head has delegated, in writing, the authority to exercise specific 
appointment and appointment-related authorities. 


Transparency 
A public service value, ensuring open and timely communication with employees and applicants 
about staffing practices and decisions. 
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